Student
Employment
Orientation Session



Agenda

Types of student employment

On-campus jobs and financial aid

How to search for employment opportunities
How to market yourself

Forms, forms, forms — if you need help!



Types of student employment

On-Campus:
Limited number, usually pay minimum wage (though
some roles are higher), various roles/tasks

Off Campus:
Transportation required, more diversity of roles, higher
pay options (e.g. babysitting, tutoring, retail, etc.)

Internship:
Can be paid or unpaid and/or for credit, develops
career interests



Financial aid & on-campus employment

All students are eligible to seek work on campus.

Students with federal work-study aid have
priority for on-campus jobs (all other qualifications
being equal).

You are not GUARANTEED an on-campus job if
you have federal work-study aid.



Student Employment Handbook

This handbook provides an overview of
student employment policies and
procedures at Southwestern University.

www.southwestern.edu/live/files/1519-student-employment-handbook
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What is Federal Work Study?

Federal Work Study (FWS) provides part-time jobs for students with financial need, allowing them to eam
money to help pay education expenses. Work Study jobs can help you get valuable experience in your chosen
field before you leave school. Student wages start at federal minimum wage. Students may work up to 17
hours per wesh.

First-year and Transfer Students

First-year and transfer students who are offered Work Study as part of their financial aid package will b=
inwited to the Student Employment Onientation during Orientation Wesk. This event provides an overview of
student worker rights and responsibilities, explains how Student Payroll works, and provides guidance for
students who choose to complete the reguired forms for Payroll (-9 and W-4) at the event. Additionalhy,
students will receive direction in using Pirate Link to search for on-campus jobs.

Frequently Asked Questions

How do | apply for an on-campus job if | did not receive Federal Work-5tudy as part of
my financial aid package?

Many departments advertise job openings through Pirate Link and the daily Campus Posting emails. 1f you

are interested in pursuing one of these positions, you should apphy directhy to that department. |f you acocept

an offer of employment, the person responsible for hiring will submit forms to the Student Payroll Coordinator
o that the Student Payroll and Financial Aid systems can be updated.

The mest important thing for you to do once you have been hired is to complete the -9 and W-4 and submit
those forms to the Student Payroll Office, along with 3 copy of your Drivers License (or other form of 1D} and
your Social Securty Card. If you have guestions about these forms or the required documentation, please
contact the Student Payroll Office.

Can | work more than one job?

“fou may work more than one job, however, per institutional policy, you are not permitted to woerk more than an
average of seventzen {17} howrs per wesk on a regularly scheduled basis. Should you excesd a total of 374
howrs before the end of the fall semester you will be required to stop working until the beginning of the spring
semester. Likewise, if you exceed a total of 2E9 before the end of the spring semester, you will be required to
stop work until the beginning of the fall semester.

How do | report Work Study on my tax return?

On Your ta rEtum, you will report work-study eamings as you would any other eamings. For more information
about fj e return go to W, irs.gov.
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How much can | work on campus?

Maximum of 884 hours on campus per calendar
year (January-December)

Maximum of 17 hours per week during the long
session (fewer recommended for first-year
students)

Weekly hours can be split among multiple
departments



How do | find a job?

PirateLink Is SU’s free, online job board available
through the Career Services website.

On-campus and off-campus opportunities are
posted on PirateLink.

Networking with other students and directly
reaching out to departments to let them know of
your interest can help you secure a job even after
applying on PirateLink.
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